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"ACCOUNTING AND OFFICE PROCEDURE FOR COUNTY AGRICULTURAL 
| CONSERVATION ASSOCIATIONS 


These instructions have been prepared to outline and clarify the re- 
Sponsibilities and duties of County Agricultu: al Conservation Associations 
with respect to accounting and office procedure. .It is necessary that county 


ministrative expenses. Fiscal and accounting instructions issued to associa- 
tion secretaries and treasurers under commodity programs should be 
Gisregarded and only the procedure outlined in these instructions should be 


In case of any questions concerning this procedure, write to the Chair- 
man of your State Committee who, when it is necessary, will refer the question 
bo the Director of the North Gentral Division, Agricultural Adjustment Admin- 
istration, Washington, D. Cc. 


aA. FORMS 


The forms to be used in obtaining and accounting for funds to cover ad— 


ministrative &xpenses of County Agricultural Conservation Associations are as 
follows: 


ACP=19 -~ Annual Budget 

ACP-15 -- Bond of County Agricultural Conservation Association Treasurer 

ACP-7° Estimate of Administrative Expenses 

ACP-8 ~~ Public Voucher 

ACP-8a -- Public Voucher (Memorandum Copy) 

ACP-9 =~ Statement of Administrative Expenses 

ACP-10 —. Statement of Administrative Expenses (Continuation Sheet ) 

ACP-1] -. Receipt Schedule 

ACP~12 .— Individual Receipt 

ACP=21 —= Personal Service Certificate (for association secretary!s 
file) 


B. GENERAL PROCEDURE FOR PAYMENT oF ADMINISTRATIVE EXPENSES OF 


COUNTY AGRICULTURAL CONSERVATION ASSOCIATIONS 
ER VND ERVATION ASSOCIATIONS 


Each association will prepare and submit an Annual Budget (Form ACP-19) 
and a Surety Bond (Form ACP-15) for its treasurer in accordance with instruce 
tions from the Director of the North Central Division. On or about the 20th 
of each month, the county committee will prepare on Form ACP-7, Estimate of 
Administrative Expenses, an estimate of the cost of administering the associa~ 
tion during the coming month, At the same time, or as soon ag possible 
thereafter, there will be prepared in the county office, Public Voucher (Form 
ACP-8) covering the expenses listed on ACP-7. Forms ACP-7 and ACP-8 will be 
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transmitted to the Chairman of the State Committee and when approved, will be 
transmitted to the Director of the North Central Division in Washington; after 
exemination and approval, two copies each of Forms ACP-7 and ACP-8 as approved 
will be returned to the Chairman of the State Committee, who. iil send one copy 
of each to the association secretary. A check covering the proved voucher 
will be mailed directly from the Disbursing Office to the association treas- 
urer at the county office. The treasurer will G@eposit such check and distri- 
bute the proceeds in accordance with a Statement’ of Administrative Expenses 
(Form ACP-9) ané Continuation Sheet (Forn ACP=10), which will have been 
prepared by the association secretary in accordance with the approved estimate 
(Form ACP~7). He will secure receipts on Forms ACP-11 and ACP-l2. Completed 
end certified Forms ACP-9, ACP-10, ACP-11, and ACP-12 will then be transmitted 
to the Chairman of the State Committee with Forms ACP~7 and ACP~8 for the next 
month. The Chairman of the State Committee will transmit these forms to the 
Director of the North Central Division. 


C. PREPARATION AND TRANSMITTAL OF FORMS 


I. ACPH19 -- Annual. Budget 


Preparation and transmittal of association budgets are governed by in- 
structions contained in NCR Misc. 3-36, under date of September 9, 1936. 


II. ACp-15 -- Bond of Treasurer 


The treasurer of each association is required to furnish a surety bond 
executed in an amount sufficient to cover expenses for the two cnsecutive 
months when expenseswill be the highest. Detailed instructions for executing 
end transmitting treasurers! bonds are contained in NOR Misc. 1-36, issued 
under date of August 1, 1936. Neither estimates of administrative expenses 
nor July and August accounts can be approved for payment until the treasurer's 
bond has been approved by the Director of the North Central Division. 


III. Preparation of 
Estimate of Administrative Exoenses, Form ACP-7 


Forms ACP-7? and ACP-8 are the basis for payment of association expenses. 
It is therefore necessary for the prompt payment of expenses that these forms 
be prepared in strict accordance with these instructions. 


(1) Number of copies: On or about the 20th of each month, the 
county committee of the association shall direct the preparation of an original 
and six copies of Form ACP~7 for the coming month. Care should be taken that 
all seven forms are identical in every detail and that only the expenses that 
will be necessary during the next month are included. 


(2) Rates and Amounts: The county committee should have avail-~ 
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able a copy of the approved Annuel Budget in order that: 


a. No items are included in the estimate which are not in 
accordance with the approved Annual Budget. 


b. The rate of compensation and the unit price for mater- 
ials or commercial services do not exceed provisions of the budget. (Changes 
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in the rates of compensation can be made only upon prior approval by the Di- 
rector of the North Central Division.) ¥! 


Cc. The cumlative sum of the monthly expense estimates for 


any individual item does not exceed the budget allowance for such item except 
as hereinafter provided, 


(3) Unclassified Items: The item "Unclassified" may be used as 
a reserve to provide for any item for which actual expenses incurred during 
the month exceed the amount estimated on Form ACP-7, Tne reserve shall not 
exceed twenty percent of the total estimate for the month, 


(4) Transfer of Funds Within the Budget; Should the expenses 
for any item when added ts the amount claimed in previous statements for that 
item, exceed the budget allotment, the president and the secretary should re- 
quest the Chairman of the State Committee for a transfé. of funds from the 
reserve allotment to the item requiring additional funds. If the amount pro- 
vided for reserve has been exhausted, the same proceduré may be followed in 
transferring funds from one item to another. The request for transfer of funds 
in the Budget shall be prepared in quadruplicate and three copies of such 
request attached to the month's estimate of expenses when such estimate of ex-~ 
penses is submitted to the Chairman ‘of the State Committee. The Chairman of 
the State Committee shall, if he approves the transfer of funds and the Esti- 
mate of Expenses (ACP-7) is otherwise regular, initial and return the second 
copy of the request for transfer of funds to the county office, make the 
necessary cnanges in his copy of the budget for such county, keep the first 
copy of the request for transfer of funds in his files, and forward the orig- 
inal along with the estimate of expenses to the Director of the North Central 
Division, If such request for transfer is not approved by the Chairman of 
the State Committee, he shall return the request for transfer together with 
the Estimate of Expenses (ACP~7) to which it pertains, to the county office 
with a letter of transmittal indicating the necessary’ changes, 


IV, ACP-8 ~~ Public Voucher for Payments 


When properly prepared and signed by the president and the secretary, 
approved by the State Executive Officer (the State Chairman or his Alternate) 
and certified for the Secretary by his euthorized agent, this form becomes the 
official document upon which payment will be made to the association. It 
includes a complete accounting for funds received by the association treasurer, 
IG is extremely important that the information used as the basis for preparing 
this voucher be correct, since any changes, except very minor changes, will 
necessitate returning it to the association for retyping. An original and six 
copies are required,: 


The following instructions should be followed in filling out Form ACP-8; 
D. O. Voucher No. . Leave blank, 


No. . Enter the figure "A-1" for September (October will be 
A-2, etc.), under woich show the State and County code, 


Uses. . Enter "Department of Agriculture, A.A.A,!! 


Appropriation: Leave blank. 


Payee . Enter treasurer's name, followed by the abbreviation 
for "Treasurer", and the name of the association (ab- 
breviated). (Example) Henry Higginbottom, Treas. 
Holmes Coe As Cede bale 

Address . All checks will be mailed in care of the county office, 
The treasurer's address must, therefore, be shown 
according to the following example: 


HOIMES County, OHIO, A.C. Assn» (31-038), 
Federal Building, Millersburg, Ohio. 


1. Balance to be accounted for: 

(a). Unexpended balance, previous voucher: An amount is expended 
when it is actually paid to the proper payee and the prescribed receipt is re- _ 
céived from such payee. It is essential that no funds be turned-over to any payee: 
of the association unless there is received (at the same time) the required re- 
ceipt. Unless this requirement is strictly observed, it will be impossible to 
properly account for funds under Line No. 1, entitled, "Balance to be Accoun ted 
For," since no amount may be reported as "expended" until a receipt is submitted. 
The unexpended balance of the previous voucher refers only to the amount previous- 
ly received which has not yet been "expended." This amount will agree with the 
bank balance (less collectiong and less the amount of checks not yet cleared) 
provided receipts have been obtained for all funds paid out, The unexpended bal- 
ance, therefore, represents the sum of the unpaid obligations and the unobligated 
balance. The correct amount to enter under (a) is the amount shown.on Line Nos 3 
of the previous voucher. 


, (bd) Checks received: Ordinarily there will be but one entry. to 
make this heading. That will be the check covering the previous voucher., Whe 
number of the treasurer's check must be entered following the word, "No" and the 
words, iG. i. Alden. Disbursing Officer", must be inserted following the words, 
"drawn by." 


(ce) Collections: If through error any payee has received an 
amount in excess of that which is due him, the over-payment should be collected 
by the association treasurer and entered as a collection. After Letters of 
Difference requiring refunds are received from the Director of the North Central 
Division or the Administrative Audit Section of the Office of the Administrator, 
such refunds will be handled in the same manner ag other collections, and will 
be deposited by the treasurer to the credit of the association and accounted for 
on the next voucher (ACP-8) which is submitted. ; 


The sum of items (a), (b), and (c), referred to as "L-1", may be defined 
as the amount of money which the association treasurer had on hand on the day 
when the previous voucher was prepared, plus the amount of the check or checks 
received, plus collections, if any, made since the last voucher was submitted. 


<. Expenditures, this period (ag per Forms ACP-11 and ACpP-12 
attached) : As hereinbefore defined,:- expenditures are amount for which receipts 
have been obtained since the last. voucher was submitted by the association trea-. 
surer as shown by Receipt Forms (ACP~1ll and ACP-12) attached to the voucher. ‘the 
amount shown as, expenditures may be less than, the same as, or more than the 
amount of the 
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eneex received, but in no case can it exceed the sum of items (a), (b) and (c) 
under Line 1, "Balance to be accounted for." 


. 3. Amount of payments unexpended (L-1 minus L-2): The amount 
of payments unexpended is arrived at by subtracting the amount shown on Line 
« from the amount totaled on Line 1. 


4. Amount of unpaid obligations: This refers to the items ap- 
proved on Forms ACP-9 and ACP-10 for which payment has not been made. eo 
should be remembered that payment is considered to have been made only when 
the receipt is secured from the: payee to whom payment was made. ) , 


5. Amount of unobligated balance (Im3 minus L-4): The amount 
of unobligated balance ig equal to the difference between the amount of pay~ 
ments unexpended and the amount of unpaid obligations for the current month. 
To arrive at this amount, subtract the amount entered on Line 4 from the sum 
entered.on Thine... 


6. Amount of estimate for next period (As per ACP-7 attached): 


This is the total amount which it is estimated will be required to pay the 
expenses of the ensuing month. : 


?. Amount of payment required (L-6 minus L=-5): The amount of 
payment required is the difference between the amount of the estimate for the 
next period as reported on Line 6 and the unobligated amount already on hand, 
as shown on Line 5. It indicates the amount of the check which, when added 
to the amount already om hand which hag not been obligated, will meet all ob- 
ligations which are known at the time the voucher is prepared and also the 
estimated obligations to be incurred during the next month. 


The president and the secretary, when satisfied that the voucher 
is correct in every detail, will sign in the spaces provided therefor. The 
Chairmen of the State Committee or his Altermate will enter the amount for 
which he has approved the voucher, following the words, "Approved for $ N 
and will sign as the "State Executive Officer". 


The lower one-fourth of the page following the double line and 
the words, "(Payee Must Not Use This Space)" is not to be used either by the 
county association or by representatives of the Chairman of the State Commit— 
tee. 


The preparation of voucher No. A-l for September for each county 
will be relatively simple, since the figures "0.00" will be entered for items 
(Apmis (e)etinder:Tane.d and will also» besentared for*Lineicy Dimers 
Line 4, end Line 5. The amounts entered in Line 6 and Line 7 will be the same 
and will be the amount estimated for September as shown on the Estimate of 
Expenses, (Form ACP~7) for that month. 


Ve Transmittal of Estimates of Administrative Expenses, (ACP~7) and 
Public Voucher (ACP-8 ) 


As soon as the Estimate of Administrative Expenses (ACP~7) and the 
accompanying Public Voucher for payment (ACP-8) have been prepared and the 
original properly signed, the memorandum copies will be initialed by the pres- 
ident and the secretary, the original and five coples of ACP~7 and the original 
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and five memorandum copies of ACP-8 should be immediately mailed to the Chair 
man of the State Committee. One copy of each form will be retained for filing 
in the association files. When Forms ACP-7 and ACP~8 are received by the 
Chairman of the State Committee, they will be examined to make certain that 
all rates and items are in agreement with the approved budget and that all 
claims are reasonable and can properly be approved. In no instance will 
changes in ACP~? be made in the office of the Chairman of the State Committee 
which will inerease the total claimed by making corrections for mathematical 
errors or by adding more days or hours to personal services, more miles or 
more units of any goods or services for which payment is to be made. Checking 
computations in the office of the Chairman of the State Committee will remove 
mathematical errors and permit returning these forms to the county office for | 
correction when necessary with a minimum of delay. Where found necessary, | 
items or amounts will be decreased or deleted by the Chairman of the State Com- 
mittee. All such changes will be initialed in ink by the State Executive 

Officer or his Alternate (whoever signs the voucher). Secretaries of county 
associations will be advised by the State Office of any changes made by the 
Chairman of the State Committee in Forms ACP~7 and ACP-8 and should change 

their copies accordingly. ‘The State Executive Officer will indicate his ap- 
proval of Form ACP-7 by initialing near the bottom of the page between the sig- 
natures of the president and the secretary. He will approve Form ACP~8 by 
entering the total shown on Form ACP~? as initialed by him and placing his sig- 
nature over the title, "State Executive Officer.! Such persons as are author- 
ized by the Chairman of the State Committee may sign as "State Executive Officer.’ 


The original and four copies of Form ACP-7 and the original and four mem- 
oreandum copies of Form ACP-8 should be transmitted to the Director of the North 
Central Division by the Chairman of the State Committee. 


Vin Administrative Examination; Auditing in Washington and Issuance 
of Checks 


Forms ACP-7 and ACP-8 will be examined when received in Washington, 
and if found satisfactory, will be given administrative approval by the Direc- 
tor of the North Central Division before transmittal to the Administrative 
Audit Section of the Office of the Administrator. After approval by the Admin- 
istrative Audit Section, a check covering the approved amount of the Estimate 
of Expenses and the voucher will be drawn by the Disbursing Office and mailed 
to the treasurer of the association at the county office. 


Disallowances; Should the Director of the North Central Division dis-- 
approve of any items or amounts estimated on Form ACP-7, two copies of a let- | 
ter showing disallowances will be returned to the State Office where one copy 
will be filed and the other forwarded to the county office. This letter will 
explain any disallowances and advise if they can be included in a subsequent 
"Estimate." With such letter there will be sent to the State Office, two copies 
of Forms ACP-7 and ACP-8 as approved. Should it be necessary to return either 
of these forms to the State Office for changes or corrections, this will be 
done in advance of issuance of the check to the association treasurer. If no 
letter of Disallowance is necessary, approval of Forms ACP~7 and ACP-8 will ve 
indicated by an "approved" stamp, which will be placed near the bottom of the 
page. Two copies of each form will be returned to the State Office, one of 
woich will be retained there and the other mailed to the association secretaty. 
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VII. Preparation of Expense, Statembn: 


(1) Number of Copies: At the end of each calendar month, or as 
Soon as the "approved" ACP_7 is received, the 
secretary of the association shall prepare an original and four copies of the 
Statement of Administrative Expenses (Form AGP-9), Care should-be taken that 
all five forms are identical in every detail. Form ACP~10 is to be used for 
the entry of additional items for personal services if the space provided on 
¥orm ACP-9 is insufficient, A monthly State.ent of Expenses (ACP-9 and ACP~ 
10, if necessary) should te submitted for each month, 


dad Continuation 


(2) Rates and Amounts: In preparing the Statement of Adminis- 
trative Expensés (ACP-9), the secretary should have available a copy of the 
approved Estimate of Administrative Expenses (Form ACP-7) and make certain: 


a. That the rates of compensation and travel and unit 
prices for materials or commercial services are not in excess of the approved 
rates iand amounts, 


b. That the total anount required for the month as shown on 
the approved Estimate of Administrative Expenses (ACP-7) is not exceeded. 


C. That the total amount show on the Statement of Admin- 
istrative Expenses (Form ACP~9) is the correct sum of all claims appearing on 
such form, ‘ : ; 


d. That any claim which may have been incurred during the 
month covered by the Statement, which can not be included without exceeding 
the total shown on the Estimate of Expenses (Form AGP-?) is omitted from the 
Statement of Expenses (ACP~9 and 10). The amounts of such claims which exceed 
the total shown on Form ACP? may, with the approval of the Chairman of the 
State Committee, be included in the estimate for the following month. The 
appropriate title shall be used for the subsequent account, as "October and 
September Supplemental," and Form ACP-7 should clearly show items which 
include a carry-over from the previous month, 


An Estimate of Administrative Expenses (Form ACP-7) which is 
intended to include claims incurred during a4 previous month should show in the 
space between the double ruled lines at the top of the form, the classification 
of claims which have been so included in the total shown under the "Amount! 
column. Example: 7 
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» during the month of October and September Supplementa? 


(Name ) County Committee $48.00 
PROP WAG CNw! Sig eer eso wis 6 bhs ¢ ewe 0 Office Assistants 4.50 
(P.O. Address) Rental Typewriters (3) 7.50 


a 
(3). Arrangement and Numbering of Statement: AL1 copies of the 


September Statement of Expenses (ACP-9 and 10) shall be marked, "Statement 
No. 1", those for October, "Statement No, a", etc. 
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After the expense statement has been prepared, clip the original 
copies together with Fomis ACP-1O06n° th bottom and: Form ACP-9 on top. 
Then, beginning with Form ACP-10 on the bottom of the pile, number the 
'sheets consecutively, "Sheet. Number 1," "Sheet. Number’, etc. Beginning with 
Sheet Nuaber 1, which is the bottom sheet, carry a cumulative total forward 
on each sheet. Thus, if your statement consists of three: sheets, Shect Num-+ 
ber 2 will carry the total of all claims listed on Sheets-l.and.2. The total 
on Sheet Number 3, which is.the top, sheet, will be the sum total of the en- 
tire account, In this example,. Shect Number 3:must: be Form ACP~9 and must 
be signed by the president.and the secretary of: the association. The carbon 
copics of the statement should be arranged, numbered, and totaled in the same 
manner, The original and all copies should be fully signed. 


. Invoices and recein! : should be arfanged in the same order in 
waich the claims they support are listed on the-statement. Clip or staple 
receipts and invoices securely to the original copy of the expense statement. 


Claims on the Statement of Administrative Expenses 


(4) Enterin 
(ACP~9 and 10): 


Claims for Personal Services and Travel: Each claim for 
personal services and travel. entered-on the statement of Administrative 
Expenses (ACP~9 and 10) should contain the name of the individual to whom pay- 
ment is due, his title, the actual date on which services were performed, the 
total number of days, the rate of compensation, and the rate per mile, and miles 
traveled (if mileage is allowed). The total claim of each individual ( compen- 
sation plus mileage, if mileage is allowed) shall be extended in the right-hand 
column (Column 9) of. Form ACP-9 or ACP-10, “yt 


The actual dates.on which work was performed should be show. If 
the inclusive dates upon which work was performed are shown, it is not necessary 
to enumerate each date separately. In no case.should the figures in column 4 
exceed the actual number of days for which dates are shown in column 3, If 
Claim is made for a fraction of a dey, the fractional part of the day should 
be shown in parenthesis after the date on Which the Seryices were. performed. 
When a claim is submitted for work performed on a holiday or on a Sunday, a 
Statement should be added, giving the reasons why services were required to 
be performed that day. ss 


(5) Miscellancous Claims: Each claim for commercial services, 
Supplies and equipment must be entered in the name of the person or firm who 
will receive payment from the treasurer. Such claim should be entered in- 
Form ACP-9 in the space under th heading, "Miscellaneous", 


&. Receipts in Support of Miscellaneous Claims: Original 


receipts are required in Support cf all claims.for expense items of $1.00 or 
more, which have been paid with personal funds by the treasurer or an author 
ized officer, employee, or member of the .association...Such receipts must be 
attached to the original copy of the cxpense statement and.must be signed by 
the person or firm to whom payment was made and should show the date the pur- 
Chase was made, the number of units purchased, the cost per unit, the total 
cast, and the name of the person who paid the claim. 


b. Bills and Invoices in “upport of Miscellaneous Claims: 


Gommercial bills or invoices are required in support of all claims of $1.00 
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or more for purchase of supplies or equipment or for commercial services. 
Such bills or invoices must be itemized as to the number of units purchased, 
the cost per unit, and the total cost. In cases where bills or invoices are 
not itemized, the articles purchased or services rendered must be itemized 
on Form ACP-9, 4 


Bills or invoices should be presented for payment upon 
printed bill-heads of the person or concern furnishing supplies and must be 
dated, In cases where a bill or invoice is furnished which is not on a printed 
bill-head, it must be signed over the proper title by an authorized representative 
of the person or firm from which the purchase. was made. Claims in payment for 
notices and other statements in newspapers must be supported by a copy of such 
notices as have been inserted, 


C. Special Items: 


; lL. Bank Charges: In some cases banks require payment of 
service charges on checking accounts and deduct such charges from the association 
bank account. Therefore, it is necessary that the amount which will be used to 
pay such bank charges be entered on the Estimate of Expenses, (ACP~7), and claimed 
on the Statement of Expenses (ACP-9) in the name of the bank, ‘The claim on the 
Statement of Expenses should be Supported by «= bank debit slip and attached to 
the original of ACP~9, , 


ee Fostage: Postage purchased from a post office will 
have been paid by some officer or employee of the association in advance of 
Submitting a claim to the Director of the North Central Division. Claims 
Should, therefore, never be listcd on Form ACP-9 in the name of the post of- 
fice or postmaster, They must be listed in the name of the person to whom 
payment will be made when a check is reccived from Washington and must be 
Supported by itemized receipts signed by the postmaster or other person auth- 
Orized to sign a receipt for the post office. When the person who advanced 
the funds is paid from funds received from Washington, he will sign Receipt 
form ACP-11. (Bach itemized receipt should be attached to the original of ACP-9,) 


If postage is purchased from some organization other 
than the post office, claim should be made in the name of the officer or em- 
ployee of the association who paid for the stamps from his private funds, and 
Such claim must be Supported by an itemized receipt signed by an official or 
representative of the organization from which this purchase was made. If the 
organization has not been paid for the stamps furnished to the association, 
the claim should be listed on Form ACP-9 in the name of the organization to 
which the money is due and should be Supported by an itemized invoice attached 
to the original of ACP-9, 


3. Telephone and Telegraph: Claims for telephone 


Service and toll calls charged to the telephone of the association snould be 
entered on Form ACP~9 in the name of the telephone company and supported by 
itemized statements. Since the statements of the telephone company will list 
toll calls separately, this detail need not be stated on the expense account. 


Claims against the association for telephone service vor 
toll charges not charged to the telephone of the association, must be sup- 
ported by an itemized list of charges from the telephone company, upon which 
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are clearly indicated individual toll calls and service charges to be paid.by 
the association. Such claims must be entered on the statement in the name of 
the organization or individual who is billed for the charges. If in such 
cases the telephone company does not furnish a duplicate copy otyPes original 
invoice, a true copy of the statement should be typed and certified by an of- 
ficial of the organization to whom the bill is rendered by the telephone com- 
pany and-also certified by an officiel of the association. Such statement 

as receipted by the Telephone Company should show that payment Was actually . 
received, This true copy should be prepared in duplicate, the original to be 
attached to the original of Form ACP-9 in support of. the claim for toll charges, 
and one copy to be attached to the copy of ACP~9 held by the association and 
retained in the files of the association. 


Hach telephone bill containing toll charges must bear the following state+ 
ments 

"Rates charged were in effect at the time these services were rendered 

and are not higher than those charged the general public for similar 

services,,!! 


Expenditures for telegrams in any amount must be supported by copies 
of the telegram which show that such message was actually sent. If the cost 
of the telegram is more than $1,00 both a copy of the telegram and the receipt 
or a copy of the telegram on which the telegraph company has acknowledged pay-_ 
ment, must be submitted, and attached to the original of ACP-9. 


4, Rent of Equipment; Only such equipment should be rented as is 
needed for a period of less than four months during the year. No equipment 
should be rented by an association from one of its officers or employees with- 
out the approval by the State Committee. Rentals from officers or employees 
of the Association unless claims are supported with facts showing it to be 
impractical to obtain equipment elsewhere should not be made. No equipment 
Should be rented at a rate higher than the regular commercial rate. 


VIII. Use of Form ACP-21, Monthly Certificate of Expenses for 
Personal Services. 


Before the expense statement is prepared, the secretary. must obtain 
from each person performing services or travel, Form ACP-21, completely item- 
ized and signed by the claimant, which shall be kept in the association files 
as apart of the permanent recordsof the association and must be available 
at all times, The forms should not be sent to the State Office or to Washing. 
ton, If corrections or erasures are made on these forms, they must be made 
only by the signer himself and his initials muct be placed opposite such 
corrections, Under no consideration may a secretary enter a claim for personal 
Services upon Form ACP-9 or 10 unless he has on file Form ACP~21 signed by 
the claimant, 


IX, Completion and Certification of Statement of Expenses 
(Forms ACP-9 and ACP-10) 


After any necessary corrections have been made in Forms ACP-9 and ACP-10, 
all copies of ACP-9 must be certified by the president and the secretary, by 
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their signatures in the spaces indicated. After certification, these forms 
should be held in the county office until Receipt Forms (ACP~11 ‘and ACP-12) 


have been completed, 


X, Preparation of Receipt Schedule ,(Forms ACP-11 and ACP-12) 
These forms should be prepared in the county office to agree with the 
signed copies of Forms ACP-9 and ACP-10 which have been completed in agreement 
with the approved Estimate of Expenses (Form ACP~7) and the approved voucher 
(Form ACP-8), The typists in the county association office should prepare the 
receipts under the direction of the secretary in accordance with the following 
instructions; : ere 


Five copies of receipt Form ACP-1l should ve prepared with the names 
of payees listed in the same order ag their claims appear on the expense 
Statement, The amount listed after the name of each payee must agree with the 
amount listed after the name of such claimant on Form ACP-9. 


. When a check is received from Washington in payment of a voucher, the 
treasurer shall deposit the check in a bank and shall draw individual checks to 
the payees listed on Receipt Form ACP-1l. If there are a large number of 
checks te be written, an arrangement should be worked out by the treasurer and 
the secretary whereby all checks will be written and ready for the treasurer's 
Signature in advance of the receipt of the check from Washington, 


After all checks have been written and signed, payees should be noti- 
fied that their checks are available at the county officei Distribition of 
checks should be performed under the direction of the treasurer; 


Upon receiving a check, éach payee should sign the original copy of 
form ACP~1l acknowledging receipt of the amount paid to him, If other signed 
copies are needed by State or county offices, they shall be marked "duplicatell, 
The signature must be that of the payee shown on the Statement of Hxoenses and 
Receipt Form ACP-11, Exception -- when it is impracticable for the payee to 
call in person for the check, the individual to whom the check is delivered 
must present two copies of an authorization (which will be attached to the 
Original and first copy of ACP-11) from the peyee to receive the check and 
to receipt for the check in nis behalf on Form ACP-lli If any person other 
than the payee signs his own name for such check withous. a signed statement 
from the payee euthorizing him to do so, receipts should be returned by the 
Chairman of the State Committee for correction before they are sent to 
Washington, 


The total of Form ACP-11 must not be more than the total of the approved 
expense items appearing on the Estimate of Expenses (ACP-7), If for any rea- 
son the total shown on Receipt Form ACP-1ll is not the exact amount of the check 
received, plus the amount of the unexpended balance reported on the voucher 
covering the check, the difference must be accounted for on the succeeding 
Voucher Form ACP~8 as an unexpended balance, 


eg ite 


— | Bd 


(Form ACP~11) in the "Signature! colum. Five copies of this receipt should 
be executed, the original of which should be attached to the original of Form 
ACP-11; the first, second and third carbons should be attached to the three . 
additional carbon copies of Form ACP+1l to be transmitted to the Chairman of 
the State Committee, and the fourth carbon should be attached to the copy of 
ACP—11 held in the county files. A recelpted invoice may be attached in lieu 
of Form ACP-12, provided the following certification is show thereon: "This 
will acknowledge receipt of the sum of . dollars in full payment for 
services or supplies furnished the above~named association during the month of 
_, and I certify that the stated amount is correct and just and that 
payment therefor has not been previously or otherwise. received." 


\ 


Receipts for Firms cr Corporations: Receipts for firms or corporations 
mist bear, in addition to the name of the firm or corporation, the signature € 
over the proper title of his office of the authorized representative of the 
firm or corporation who received payment from the association. 


Certification of Receipts: After the funds have been disbursed and re- 
ceipts secured, the original and the first carbon copy of Form AOP-11 shall be 
signed by the treasurer, using the exact name and spelling which appears on the 


bond executed by him as treasurer. 


D. TRANSMITTAL OF FORMS ACP-9, ACP-10, ACP-11, and ACP-12 FOR THE PAST MONTH 


nm 


Upon the completion of the distribution of funds for administrative ex 
penses and securing receipts therefor, the following forms will be transmitted 
to the Chairman of the State Committee together: 


Forms ACP~9 and ACP-10, an original and three copies 
Form ACP-11, an original and three carbon copies 

(Only the original need be signed) 
Form ACP-12, (Where needed) an original and three carbon copies 
Form ACP-7, for the next. month ~ an original and five carbons 
Form ACP~8, an original and five copies . 


One copy of each of the above forms will be retained in the County: Office. § 


The State Office will examine all the forms received and if they are ap- 
proved, will transmit to the Director of the North Central Division the follow~ 
ing: 


Forms ACP~9 and ACP-10, an original and two copies 

Form ACP-11, an original and two copies, one of which should be signed 
Form ACP-12, (Where needed) original and two copies 

Forms ACP~7? and ACP-8 for the next month, an original and four copiés 


One copy of each of the forms will be retained in the office of the 
Chairman of the State Committee. 


He LETTERS OF DIFFERENCE AND REFUNDS 


Js previously indicated herein, letters of difference will be written by 
the office of the Director of the North Central Division or the office of the 
Administrator of the Agricultural Adjustment Administration in the event thatrates 
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of compensation claimed are in excess of the approved rates: claims are made roxy 
expenses incurred which have not been authorized; a voucher is submitted for “er 

item of expenses in excess of the total budget for such item; items claimed that 
are not supported by satisfactory receipts or invoices; or similar circumstances. 


These Letters of Difference will be of two general types: 


(1) A letter requesting certain explanations or additional informétion 
that is necessary to be secured before the item, in regard to which the Letter of 
Difference is written, may be submitted as a proper claim. Letters of this type 
Should be given immediate attention and care should be exercised that the specific 
information requested is furnished in full, 


(2) Letters pertaining to items which may not be properly claimed and per- 
taining to which it is useless to submit additional information or further explan- 
ation in support thereof. When letters of this type are received, it will be 
necessary that the association treasurer secure from the payee the amount of 
money paid in error. Such refunds must be made promptly, or it may be necessary 
to withhold payment of the next Estimate of Expenses until the refund is made. 
Proper notations must de made upon file copies of ACP-9 and 10 and ACP-11, clearl. 
indicating the final status of the laim in order that an accurate record may be 
obtainable for the Compilation of subsequent vouchers. A refund made to an 
association treasurer is classified as a collection and must be So reported on 
Voucher Form ACP.8, 


County committeemen, as well as the secretary and treasurer of the as- 
Sociation, should thoroughly familiarize themselves with the foregoing pro- 
cedure, attend promptly to all correspondence and reports, and give careful 
Study to the efficient handling and filing of forms and documents in the county 
OfFLCe; 


G. B. Thorne, 
Director, 
North Central Division. 
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UNITEDYSIATES DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration — 
North Central Division 
Washington, D.C. 


SUPPLEMENT TO NCR MISC. 5-36 


9€61 6 1 AON 
— 


ACCOUNTING AND OFFICE PROCEDURE FOR COUNTY AGRICULTURAL : 
CONSERVATION ASSOCIATIONS ie 


» -F 


Experience in auditing a number of Forms ACP-7, Estimate of Adminis- 
trative Expenses, and ACP-8, Voucher for Payments to herieal pare Conserve- 
©2100 Age etiotdunnc. Sistah aa that certain modifications in the instructions. 
contained in NGR Mis o-56 in connection with certain items are necessary 
and that detailed 8 deem in connection with other items should be 
provided. NCR Misc. 58-36 will supplement NCR Misc. 5-36 and any changes 
in procedure included in NOR Misc. 58-36 will supersede instructions con- 
tained in NCR Mise. 5-36. The sections and subsections listed below refer 
to NCR Misc. 5-36, 


II. ACP-15 -- Bond of Treasurer. The treasurer of each association 
is required to furnish a surety bond executed in an amount sufficient to 
cover expenses for the one month when expenses are the highest. 


Detailed instructions for executing and transmitting treasurer's bond 
are contained in NCR Mise. 1-36 issued August 1, 1936 and in the Memorandum 
to Chairmen of State Committees, October 7, 1936. 


Associations which have not received checks for administrative expenses 
for July and August should bear in mind that neither estimates of expenses 
for September and succeeding months nor expense statements for July and Aug- 
ust can be approved for payment until the treasurer's bond has been approved 
by the Director of the North Central Division. 


Ill. Preparation of Estimates of Administrative Expenses, Form ACP-7, 
(la) Enter State and county codes, namé of association, county, 
State, month to be covered by estimate, and name and address of the treas-~ 
urer in the spaces provided therefor. 


(2) No items should be included in the estimates which are not 
in accordance with the approved annual budget (For instructions on transfer 
of funds within the budget, see subsection 4, page 3, NOR Misc. 5-36). 


(2a) Compensation. The rates of compensation shown in Column 32 
shall not exceed the rates shown in the approved budget. Enter under "Estim- 
ated Days" the estimate for the class of service and not the number of days 
per individual. To determine the amount to be entered in Column 4, multiply 
the estimated number of days by rate of compensation. If there is a range 
in the rate of compensation for any classification of service, for example, 
Office Assistants, the number of days at each rate must be showm separately. 


ee 


aS se 


(2b) Equipment, Supplies and Commércial Services. Each type 
of equipment, such as measuring wheels, tapes, filing cabinets, type- 
writers, desks, etc., should be shown separately with the number of units 
and price per unit, and whether the estimate is for purchase or rental. 
All equipment rented must be shown under "Equipment" and not under "Rent." 
Make certain that all amounts shown under "Equipment" are extended into 


column 4, 
the unit price by the number of units. 
(2c) 


Travel. Travel 


should be entered under 


To determine the amount to be entered in column 4, multiply 


'"Ttems not Provided 


for above" and should be listed separately for each class of service, for 


example: 


"Travel for County Committee, Travel for County Performance 
Supervisor, Travel for County Board of Directors". 
of miles and the rate per mile should be shown for each class. 


The estimated number 
If payment 


is made for travel by members of the board of directors, they should be 
listed as "Board of Directors", rather than "Community Committeemen". 


(2d) 


Supplemental Claims and Reclaims. 


Supplemental claims and’ 


reclaims should be included under the proper items with the estimate for 


their respective classifications for the coming month. 


Items which in- 


clude supplemental claims and reclaims should be starred as a reference 
to the supplemental entries entered either at the top of Form ACP-7 or 
on an additional copy of Form ACP-7 firmly stapled to the estimate of 


expenses. 


The month or months in which these claims were incurred must be 


shown; for example, September reclaim might be included with the November 


estimate. 


A copy of the Letter of Disallowance must be attached in support 


of any item disallowed from previous estimates, which is being reclaimed. 


(2e) 


Minor changes or corrections made on Form ACP-7 in the county 


agricultural conservation association office should be initialed in blue or 
black ink or indelible pencil by the president or secretary. If a number 
of changes are necessary, it would be advisable to prepare a new form. 


IV. ACP-~8 Public Voucher for Payments. 


Paragraph 1, page 3, Head- 


ing for Form ACP-8 and ACP-8a, shall be prepared as follows: 


Forms ACP-8 and ACP-8a - Heading 


G. 0, Voucher No,’ -=-=20 222253. ae Blank. 

No. -~--~~---~--~-------~~-~-~----~-- The figure "A-l-September", for 
September, "A-2-October", for October, . 
etc., With county and State code 
entered directly under the number. 

Tg ea ne ae et ne ear toa ee a Department of Agriculture, Abid 
NertHv-e. De 

Appropriation -~-------~--~--~------- Treasurer's name followed by the 


abbreviation for treasurer and the 


name of the COUNTY AGRICULTURAL 


CONSERVATION ASSOCIATION abbreviated. 
Henry Higginbottom, Treas. 


Example: 


Holmes Co. 


A.C.A. 


3 


ed 


& 


* "Miscellaneous", 


Bets oi Es ee ihe SE Ni SE RO ---~--Business address of COUNTY AGRI- 
CULTURAL CONSERVATION ASSOCIATION. 
(If there is no building or street 
address for the C AC A office, the 
address should be entered as follows: 


"Holmes 


Dounty, ONG, £006 gse rh, 5 


Millersburg, Ohio,”! 

if, there,.is 6, tudlding on street 
eddress, it is not necessary to 
repeat the name of the county and 


association, for example; 
Bidg., 


Note; The association must always 


"Federal 


Millersburg, Ohio," 


be listed as the "County 


Agricultural Conservation Association!! and not as "County 


50il Conservetion Association," 


Vile 
Sheet Form AP-10, 


Subsection 24, second parezreph,. 
form ACGP-7, which is intended to include 


Prepareticu of Expense Statement Form ACP-9 and Continuation 


An istimate of Administrative Jxpenses, 


claims incurred during a previous 


month, should be accounted for in accordance with Subsection 2d, Section III, 


on page 2 of these instructions. 


Subsection 3, 
in as follows: 


Statement No. 


ENIES ggt  Sg 1  l 
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Code No. 
HP oD Sot Mes a ee A Ee a 


Subsection 5, Miscellaneous Claims, 


supplies and equipment should be entered 
in the name of the perso 


The headings on Forms ACP~9 and AGP-10 should be filled 


Statement No. "4-1 September", for 
September, 

Statement No. "A-2 October", for 
October, etc, 

If more than one sheet is submitted, 

all sheets must be numbered consecutively 
with number 1 at the bottom. 

Total number of original Forms ACP-9 and 
ACP-10 required for listing administra- 
tive expenses, 

State and County Code, 

Name of County agricultural Conservation 
Association, 

Month or months in which obligations 
were incurred, 

Date of preparation of Forms ACP-9 and 
ACP-10. 


Claims for commercial services, 
on Form ACP-9 under the heading, 
nh or firm who will receive payment 


from the treasurer. Such claims should show the nature of service, kind 


2) is 


of material, the quentity and price per unit of equipment, and snould be 
entered in their respective columns. Oloims for equipment must show 
whether they are for purchase or for rental, 


X. Preparation of Form ACP-11 and ACP-1l2, Receipt Schedule and Indi- 
vidual Receipts. Note: Section x of NCR isc. 5-56 should be disregarded 
@s it is entirely superseded by Section X of NGR Mise Da-55.4 


Receipt Forms ACP-11 should be prepared in the county office to agree 
with the signed copies of Forms ACP-& and AGP-10 which have been completed ‘ 
in agreement with the approved Voucher, Form ACP-8, 


Hach Form ACP-~1l when properly prepared is a cumulative report to the 
treasurer of payees and amounts for which funds have been received from 
Washington for which payment is to be made and receipts secured. The typists 
in the county association office should prepare the receipts under the direc- 
tion of the secretary in accordance with tne following instractions: 


Hive copies of Receipt Form ACP-1l should be prepared with the head- 
ings filled in as follows: 


BOQeT PUL No psa ok eee Receipt No. "A-l-~Ssptember", for September 
Receipt No. "A-2-October", for October, etc. 
Octet Not-seimek.setuwne. ke The State and County Code, 
Eneetwno.e8 cal dnesdes_dtiw If more then one sheet is submitted, all 
sheets must be numbered consecutively. 
POE ONO CUS) Penne i ee Total number of original sheets of ACP-11 
attached, 
De ea ea a A oS The. date of preperation of Form AC@P-11, * 
IBDN A mae oe Se Name of County Agricultural Conservation 
‘ Association, 
Dine “2... ssoeee Name of County and Stete, 
uGe Cees tae... pOR. Sawa Period covered by receipts, 


The names of payees should be listed in the same order in which eure 
claims appear on the expense statement and the amount listed after the name 
of each payee must agree with the amount listed after the name of such claimant e 
on Form ACP-9, 


List on line 1 of Sheet No. il, Form ACP-11, the first name listed on ¢ 
form ACP-10, Sheet No. 1, followed in order by other items on Form ACP-10, 
Sheet No, 1, Sheet No, a, 8te. The total for "Sheet Woy Tend for ores 
Sheets should not be entered until Signatures of all payees listed on such 
Sheets have been secured, 


List on line 1 of Sheet No. 2 the words, "Total Brought Forward fron 
Sheet No. 1", Do not enter the figures for such total until all receipts 
heave been accounted for, The Same procedure should be followed for Sheet 
No, 2 and guccessive sheets, 


If any payees had died or -had left the county so that they could not 
receive checks due them and receipt for such checks at the time other payees 
Signed Receipt Form ACP-11 for payments made to them, such payees should be 


ts 8 


listed at the end of Form ACP-11, together with amounts still due then. 
Immediately to the left of each of such names, there should be entered the 
number of the. voucher in connection with, which such: cleims arose, 


Example: ' A-l Sept.. - John Doe - $15.00 


Sheets of Receipt Form ACP-11 should be arranged with Sheet No. 1 
on the bottom, Sheet No. 2 next and so On, with the sheet bearing the 
largest number on the top. 


When a check is réceived from Washington in payment of a voucher, 
the treasurer should immediately deposit the check in the bank and draw 
individual checks to the payees listed on Receipt Form ACP-1l. .If there 
ere a large number of checks to be written, an arrangement should be worked 
out by the treasurer and secretary whereby all checks will be written and 
ready for the treasurer's signature in advance of the receipt of the 
Treasury check from Washington. Checks to all payeces (unless payees have 
died or are absent from the county) should be distributed immediately and 
all receipts therefor secured. 


Signatures 


Upon receiving the check, each payee should sign the original and one 
carbon copy of Form ACP-11' acknowledging receipt of the amount paid to him. 
If other signed copies are needed by State or county offices, they should be 
marked "Duplicate", The signature must be that of the payee shown on the 
statement of expensés and on Receipt Form ACP-11. 


fixception: “When it is impracticable for the payee to call in person 
Tor his check, the individual to thom the check is delivered must present 
two signed copies of a power-of-attorney (which must be attached to the 
original and first copy of Form ACP-11) from the payee to receive the check 
and to receipt for the check in his behalf on Forn ACP-L1l.. All checks «so 
receipted for mist be signed with the name of the person to whom the mouey. 
is owing, by his authorized representative or agent. 


Exampie: Thomas A. Brom 


BY Peter Johnson (Signed) 


For a description of the forn of power of attorney, see paragraph one 
page nine. 

In the event that a payee has died or has been adjudged incompetent, 
the check drawn payable to him may be received and receipted for by a person 
who has necessary authority, such as administrator, execator, guardian, etc. 
In the case of such signature, the name of the person to whom the money was 
owing should be listed if he is still living and his name, followed by the 
word, "Netate', if he is deceased. The name of the individual who signs in 
his behalf, together with his title, should be entered immediately under 
the name of the payee. 


Example: Tom Greene Estate, 


By_James Smith, Administrator (Signed) 


Pay are 


In support of erth pignature of this type, there shall ve furnished 
two signed copies of a court order of appointmont or court order authorising 
the execution of the related paper. ‘iio copies of a Certification of Authority, 


Form AtA=3e7, entitled, "A Certificate of duthority of Administrator, Executor, © 


trustee, Committee, Roceiver, Guardian, etc.", signed by the proper official, 
such as Clerk of Court, mey be used for this purpose. 


Preparation of Individual Receipt Form ACP-12. If it is not practicable 
to obtain the signature of any person or firm.on Receipt Form ACP-11, an 
individual receipt on Form AOP-12 should be odtained and the notation, "ACP-12 
attached", should be entered on all copies of the Receipt Schedule, Form ACP-11, 
in the sigvature colum. _ ; 


The various lines on Form ACGP=12 should be filled in ag follows: 


Ling “1--= 2.223852 2220. Nome of the treasurer. 

Line 2-+---~-~-~~------- Name of the Agricultural Conservation 
Association. 

Line 3-~----~----.-----Name of the County and State. 

BaD RS nin ees et eas Ge The amount of the claim due the payee 


as shown on Porm AGP-9 or Form ACP LO 
and Form ACP~l1. 


fine 5---~--~~+~..... ----Month services were rendered. 

Ling “742+ <s 0 ee sen The amount of the claim and signature of 
payee. ; 

iine §~~-~-~~~-~-.----~ Date Form ACP-12 was executed; title of, 


or identification of payee. 


Five copies of this receipt should be executed, the original and one 
carbou of which should be signed and attached to the original of Form ACP-11, 


the first, second“and third carbons should be attached to the three additional -: 


carbon copies of Form ACP-11 to be transmitted to the Chairman of the State 
Committee, and the fourth carbon should be attached to the copy of Torm ACP-11 
held in the county office,’ Receipted invoices should not be accepted in lieu 
of Form ACP~12, 


Receipts for Firms or Corporations. Receipts for firms or corporations 
mist bear, in addition to the name of the firm or corporation, the signature, 
over the proper title of his office, of the authorized representative of the 
firm or corporation who received payment from the association. 


Example: John Smith Publishing Company, 


By___ Henry Jones (Signed) 
Bookkeeper. 


Toteline of Receipts. As soon as checks have been delivered to adi 
payees listed on Receipt Form ACP=11 (unless such payees have died or are. | 


‘abgent from the county), the following procedure should be followed: 


ee If a payee has died or has left the county so that he cannot be pesd, 

hig: name and the amount due him should be ruled out on Form AGP+11 (leaving 

both the neme end the amount readable) and initialed by the treasurer in blue | 
t 


« 


Ei 


or black ink. If in any Case a payee's name and amount apvears on Form ACP-11 
and is not listed on the attached Form ACP-9 or ACP-10 or has not been ruled 
out on a previous Receipt Form ACP-11 because the signature was not secured, 

it is an erroneous entry and should be ruled out on Form ACP-11. To the left 
of such an entry, the words, "Sntered in Error" should be entered and initialed 
in blue or black ink by the treasurer. * 


A total of the amounts for which receipts have been secured must be 
taken. The total of Sheet No. 1 should be carried forward to Sheet No. 2 
and entered opposite the words, "Total Brought Forward from Sheet No. 1". 
THe total for Sheet No. ec, then, will be a total of the receipts secured 
appearing on Sheet No. 1 and Sheet No. 2. The same procedure should be fol- 
lowed for successive sheets. The total for all receipts secured then will 
appear on the top sheet, the sheet that bears the highest number. 


A total of the amounts (excluding erroneous entries) for which receipts 
have not been secured, must be taken, Such total will represent unpaid 
obligations. 


Verification of Receipts. Reccipt Forms ACP-11 should be verified by 
both the treasurer and the secretary and carefully checked to make certain 
that the following requirements have been met; 


1. The total of names and amounts listed on Form ACP-11 is equal to 
the total of Item 4, Amount of Unpaid Obligations, on the previous Voucher 
form ACP-§, plus the amount of obligations listed on attached Statements of 
Administrative Expense, FormsACP-9 and ACP-10. 


2, The names and amounts for all payees for whom signatures are not 
included on Forms ACP-11 or ACP-lc have been ruled out so that the names and 
amounts are still readable and that all deletions of amounts are initialed 
by the treasurer in blue or black nip aa 


5. The total shown on the top sheet of Form ACP-ll is tne correct 
total of amounts for which’ signatures of payees on Forms ACP-1l and ACP-12 
are included, and that this total has been carried to Item 2, Voucher. Form 
ACP-8 as "Expenditures, This Period'. 


4. The total of items ruled out on Form ACP-1l because signatures 
of payees are not included is the total shown under Item 4 of attached 
Voucher Form ACP-8 as "Amount of Unpaid Cbligations." 


Certification and Transmittal of Receipts. The signature of the 
treasurer should be entered on the original and first carbon in the space 
provided on Form ACP-ll. It is very important that this sigature be 

that of the bonded treasurer as appearing on the bond. If more tran one 

sheet of Form ACP-11l is required. to include the names of all payees, the 
treasurer should Sign the original and the first carbon of each sheet. * 


It is essential that properly completed and signed Receipt Forms 
ACP-11 and ACP-12 and Statement of Expense, Forms ACP-9 and ACP-10 be 
transmitted to the State Office with Estimate #orm ACP-7 and Voucher Form 
ACP-& for the succeeding month. For information on the number of copies 
of each form required, see Section D, page le, NCR Misc. 5-36. 
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Suggestions for Securing Signatures on Receipt Forms aGP-11 and ACP-le. 


a 
De sere nee a 


Prompt securing of signatures on all receipts for administrative expenses 

will do more than anything else to facilitate prompt and regular payment of 
association expenses. In some instances‘the association will probably receive 
a check for administrative expenses on the same day or the day previous to 
that on which the estimate for the succeeding month should be submitted. In 
such cases, the estimate will have to be held up until funds are distributed 
and receipts secured. No one system of distributing checks and securing ; 
receipts will fill the needs of every association. The following suggestions 
are only some of the many methods developed by different associations for 
securing receipts promptly. 


1. Distribution of checks from the county office. Some associa= 
tions located in small or medium sized counties have found it practicable to 
have all payees-call at the county office for checks for administrative 
expenses. If this is done, such payees should be notified promptly when their 
checks are ready and should be urged to call for them promptly so that payment 
of the estimate for the succeeding month will not be delayed. 


2. Mailing checks for payees in each community to the chairman of 
the community committee. For all committees located so far from the associa— 
tion office that committeemen living in such communities can not call at 
the county office in person, some associations send checks, together with 
typed copies of Individual Receipt Form ACP-le, to community chairman to be 
distributed to the payees. If this is done, the chairman should be urged to 
deliver all checks, secure receipts end return such receipts to the county 
office within three days. 


3. Mailing receipts with checks to distant payees. If it is nec- 
essary to mail checks to payees, one copy of Individual Receipt Form ACP-le, 
properly filled out, should be attached to each check. The necessity for 
immediate return of such receipt should be clearly set forth and payees urged 
to do their part to prevent delay in payment of the succeeding monthly estimate 
of expenses. 


4, Receipts from firms or business houses located outside the city 


where the county association office is situated. If payment to such firms 
ar business houges has been made by the treasurer or some other officer or 
employee of the association in advance of the receipt of fumds from Washington, 
an Individual Receipt Form ACP-le should be secured when payment is made and 
held in readiness in tne secretary's files. It is necessary that such indivi- 
dual receipts are properly prepared to indicate that funds have been received 
from the treasurer of the association. 


5. Persons who know that they will be out of the county or unable 
to call for receipts. Such payees should furnish some member of the family 
or committeeman or employee of the association with a power—of-attorney to sign 
Receipt From ACP-1l1 as agent. Such power of attorney need not be typed and may 
be very simple. In order to be acceptable, it should be worded as follows; 


ri 


POWER OF-ATTORNEY 


I hereby authorize (Mr. John Doe) to receive a check for $ (Amount) 
Grey payable to me by the treasurer of the County Agricul- 


tural Conservation Association for services performed during (Month) _ 


and to sign a receipt for same in my behalf. 


(Signed) Richard Roe 
Ricnard Roe 


(Witness) 


The signature of one witness to such power-of-attorney should be secured. 


ee 
by}, aa 
Gl Ff frre, 
Ge Be Thorne, 


Director, 
North Central Division. 


ny l Hy, He 3 
ay i, 
} nes Hi My 
: f TY 1 
aie Ui bs GO ‘0 
. i nn yt aah ‘ 
{ eae Mal t) 
ia . 
Att 
My , ) 
I Py Bit 
i i ; Hees 
ey) i 
M4 
i} \ ,' Y 
fn i} 
‘i 5 * 
¥, ui " 
et Me 
tere: daa Ronan ia bien 
i 
i j 4 
Poy ‘ i ¥ , F 7 ‘i f oni hea} i : Lae val 
PCy y na Aes. eg ME ones Be Ni, aii, 
UE NOR Ad Se Ras sa AP A's Mi i eS aa 
; oo wi 
. My aun 
Aen my 
i 
\ 
; f fy W han) hi ‘ 5 ae Neat 
; y ne A ‘ AWN ae ha : ; t iy i ty \ 
j peay | i ay : hi f N 4 CR ibaa 
: Dial ; Ao ; icy 
An dy \ " 
* NS ea 
‘i 
j \ 
oe ' 
) 
, Ais, mum, ey } 


} *) ; ; iN vi eal ict! 


thy i 
ea 


